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INTRODUCTION  TO  EASYDOC 


Easy  Doc  is  a  new  way  for  state-wide  document  processing  that  enhances  and  improves  MMARS 
functionality.  Easy  Doc  makes  document  entry  and  management  more  efficient  and  increases 
MMARS  system-navigation  flexibility.  By  creating  more  intuitive  commands  and  functions, 
Easy  Doc  makes  document  processing  less  cryptic  and  easier  to  understand.  Every  MMARS  user 
will  need  to  understand  Easy  Doc  and  how  to  use  the  new  functionality  it  brings  to  MMARS. 


This  tutorial  is  designed  to  introduce  you  to  EasyDoc  in  a  self-paced  manner.    On  completion 
of  the  tutorial,  you  will  learn: 

1 .         About  the  redesign  of: 

a.  Document  Start-Up  Screen 

b.  SUSF 

c.  Document  Action  Line 


To  use  EasyDoc  to: 

a.  Create  and  process  new  documents 

b.  Pause  out  of  and  return  to  a  document 

c.  View  the  status  of  existing  documents  on  SUSF 

d.  Access  an  existing  document 

e.  Change  an  existing  document 

f.  Mark  multiple  documents  for  processing 
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MMARS  Logon  Procedures  for  Training 


The  following  are  the  instructions  for  logging  into  the  Training  Database  in  MMARS  using  your 
"UAID"  (Universal  Access  ID). 


At  the  OMIS  Gateway  Screen: 


1)  Enter  your  UAID  -  6  characters 

2)  Tab  down  and  enter  your  password  -  8  characters 


At  the  Selection  Menu: 

1)  Tab  to  the  "CICSTST"  selection  on  the  menu. 

2)  Press  Enter  -  This  will  bring  you  to  MMARS  News 


At  the  News  Menu: 


1)  Enter  "7"  for  MMARS  Training 

2)  Press  Enter 

3)  <PF1  >  to  page  forward  through  the  news 
(Read  your  news!) 

4)  Press  Enter  to  continue 


At  the  MMARS  Main  Menu  Screen: 


1)  Enter  "1"  for  Document  Processing 

2)  Press  Enter 
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Objectives: 

1 .  You  will  understand  the  redesign  of  the  Document  Start-Up  Screen 

2.  You  will  create  and  process  documents  using  the  new  functionality 


You  no  longer  have  to  go  to  the  MMARS  Document  and  Batch  Start  Up  Screen  to  enter  a 
document.  This  process  has  been  eliminated  and  now  you  can  do  all  document  processing  right 
from  the  Suspense  File  (SUSF). 


Go  to  the  Document  Suspense  File  Inquiry  (SUSF) 

There  are  two  ways  to  get  to  this  screen  in  MMARS: 

1)         If  at  the  MMARS  Main  Menu  select  "1"  for  Document  Processing  and 
press  the  <  Enter >  key.   This  will  take  you  directly  to  the  SUSF  screen. 


MM        MM 
MMMM     MMMM 
MM  MM    MM  MM 
MM  MM  MM  MM 
I  MM   MMMM   MM 
MM    MM    MM 
MM        MM 
MM        MM 

COMMAND:  1 

MM        MM 
MMMM     MMMM 
MM  MM    MM  MM 
HM  HM  MM  HM 
MM   MMMM   MM 
MM   MM   MM 
MM        MM 
MM        MM 

MAIN 

1.  DOCUMENT 

2.  TABLES  AT 

3.  DEPARTMEf 
99.  LOGOFF 

MAKE  A  SELECTK 

AA       RRRRRRRRRRRR 
AAAA      RR      RR 
AA  AA      RR      RR 
AA   AA     RRRRRRRRRRRR 
AAAAAAAAAA    RR     R 
AA      AA   RR    RR 
AA       AA  RR     RR 

SSSSSSSSSSSS 

SS 

SS 

SSSSSSSSSSSS 
SS 
SS 
SS 

AA        AA  RR 

MENU    **** 

PROCESSING  (SUSF) 
ID  INQUIRIES  (MTIH) 
IT  MESSAGES  (DHSS) 

M  FROM  THE  LIST  ABOVE 

RR 

SSSSSSSSSSSS 

**Note: 


New  Features  (DMSS)  is  being  taken  off  the  Main  Menu  selection  and  will  be 
located  on  the  Files  and  Tables  Main  Menu  as  a  separate  selection. 


Office  of  the  Comptroller  -  Easy  Doc 


Page  3 


2)  If  inside  MMARS  place  an  "N"  in  the  Action  field  and  type  MSUSF"  in  the  Screen  field 
and  press  the  < Enter >  key.  This  will  also  take  you  to  the  SUSF  screen  no  matter 
where  you  are  in  MMARS. 


ACTION:  N  SCREEN:  SUSF       H  M  A  R  S  10/11/94  15:20:06 

FILES  AND  TABLES  MAIN  MENU 

SELECT  DESIRED  SCREEN  BY  ENTERING  ANY  CHARACTER  IN  (   ) 

)  APPROP  AND  BUDGETS  MENU  (  )  EXPENDITURES  MENU 

)  GENERAL  ACCOUNTING  MENU  (  )  REVENUE  MENU 

)  COST  ACCOUNTING  MENU  (  )  EXTENDED  PURCHASING  MENU 

)  FIXED  ASSETS  MENU  (  )  MONTHLY  SPENDING  MENU 

)  INTERDEPARTMENTAL  MENU  (  )  PROJECT  ACCT  &  REPORTING  MENU 

)  SUSPENSE  FILE  MANAGEMENT  MENU  (  )  DOCUMENT  DISTRIBUTION  MENU 

)  NEW  FEATURES  MENU 

PUT  'S'   IN  ACTION  AND  HIT  ENTER  IF  NO  MENU  SELECTIONS  ARE  DISPLAYED 


Your  screen  should  now  look  like  Figure  1  below. 


ACTION:  S  SCREEN:  SUSF       M  M  A  R  S  (8)  09/28/94  15:19:01 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION:  (A) 
S 

E  ••--BATCH  ID --DOCUMENT  ID LAST   LAST 

L  TRAN  DEPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  OATE   USER 

(C)  


00 
01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 


(D)(  E  ) 


(Figure  1) 


This  is  where  you  will  begin  to  enter  all  new  documents  in  MMARS. 
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REDESIGN  OF  SUSF 

Objective:       To  understand  the  five  major  fields  on  the  SUSF  screen. 

You  should  have  SUSF  on  your  terminal.  There  are  five  new  features,  (labeled  A-E  on  Figure 
1),  which  are  outlined  below: 

1)  Document  Start-Up  Screen  (DDB): 

The  DDB  screen  has  been  eliminated.   All  document  processing  functionality  has  been 
moved  to  the  Document  Suspense  File  Inquiry  Screen  (SUSF). 

2)  SUSF  has  been  redesigned: 

SUSF  has  five  new  featUx^  which  are  outlined  below  and  are  matched  up  to  the  new 
SUSF  screen. 

A)  SUSF  Function  Field: 

EasyDoc  introduces  a  number  of  new  functions  that  allow  you  to  manage  SUSF 
more  efficiently.  The  FUNCTION  field  is  used  in  conjunction  with  the  SUSF 
SELECTION  field  and  the  SUSF  Key  Specification  Area  (which  are  discussed 
below)  to  manage  and  create  documents  on  SUSF. 

B)  Date/Time  Stamp: 

This  will  be  located  in  the  upper  right  hand  corner  of  SUSF.  This  is  already  on 
all  MMARS  tables  (Core  Upgrade)l. 

C)  Numbered  SUSF  Lines: 

Records  on  SUSF  were  not  previously  numbered  on  the  screen.  The  line 
numbers  help  differentiate  the  Key  Specification  Area  from  the  remaining  SUSF 
document  records. 

D)  SUSF  Selection  Field: 

This  field  will  be  used  in  conjunction  with  the  Function  field.  The  Selection  field 
allows  you  to  select  multiple  documents  or  batches  for  a  number  of  functions, 
such  as  approvals,  off-line  processing  or  deletion. 

E)  SUSF  Key  Specification  Area: 

This  is  the  old  transaction  line  on  the  MMARS  "Document  and  Batch  Processing" 
Screen.  You  use  this  field  to  enter  new  documents,  scanning  SUSF  and  accessing 
documents.   This  field  is  the  "00"  line  on  SUSF. 
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REDESIGN  OF  DOCUMENT  ACTION  LINE 

Objective:       To  create  and  process  new  documents  using  EasyDoc  features,  including  how  to 
pause  and  return  to  a  document. 

EasyDoc  offers  six  (6)  improvements  to  the  MMARS  Document  Action  Line.     The  six 
improvements  will  be  highlighted  as  you  enter  a  new  document  using  the  EasyDoc  functionality. 


ACTION:  S  SCREEN:  SUSP       M  M  A  R  S            09/28/94  15:19:01 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION:  NEW 

E  ----BATCH  ID DOCUMENT  ID-----          LAST   LAST 

L  TRAN  DEPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  DATE   USER 

00- 

P0   FUN  10005278KRD 

01- 

02- 

03- 

04- 

05- 

06- 

07- 

08- 

09- 

10- 

11- 

12- 

13- 

Tab  to  the  FUNCTION  field  and  type  NEW. 

For  every  function  you  do  from  the  SUSF  screen,  you  must  enter  in  a  command  in  the 
FUNCTION  field.   If  you  do  not,  the  process  will  not  occur. 

Tab  down  to  Line  00. 

This  is  where  you  enter  your  Document  ID  number  just  as  you  would  from  the  MMARS 
Document  and  Batch  Processing  Screen.  Line  00  is  only  for  document  processing  or  locating 
a  document  from  SUSF.   Let's  enter  a  PO  into  the  Training  Database. 

Tab  to  the  TRAN  field  of  the  Document  ID  and  type  in  the  following  information: 


TRAN: 
DEPT: 
ORG: 
NUMBER: 


PO 

FUN 

1000 

MMARS  7  character  document  number  ending  with 

your  3  initials 


Press  the  <  ENTER >  key. 
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This  will  take  you  inside  your  document  header  screen. 


(A)FUNCTION:  DOCID:  PO  FUN  1000  5278KRD     (8)10/03/94  15:10:35 

(OOOO-OOO  OF  000   BATI0:  <0)STATUS; 

H-  MISCELLANEOUS  ENCUMBRANCE  DOCUMENT 

PO  DATE:  10  05  94  ACCTG  PRD:        BUDGET  FY: 
ACTION:  E      ORDER  TYPE:        COMMENTS: 
VENDOR  CODE:  041664340  0091  NAME: 

DOCUMENT  TOTAL:  500.00 

REF  DOCID 

LN  TR  OPT  ORG  NUMBER  LN  DPT  ORG/SB   APPROP  SUB  OBJ/SB  PROG 

TY  PRJ/CL/GRC  ACTV  RPTG       DESCRIPTION 

LINE  AMOUNT   I/D   P/F 

01-01  FUN  1000   11111111  EE 

500.00 
02- 

(Figure  2) 


Use  the  following  values  to  make  your  screen  resemble  the  one  above: 

DATE:  Today's  Date 

ACTION:  E 

VENDOR  CODE:  041664340  0091 

Sometimes  when  you  work  on  a  document  you  have  to  leave  the  document  and  go  check  a 
table(s)  for  information  regarding  this  particular  transaction.  With  EasyDoc  there  are  two  ways 
to  leave  a  document  and  get  the  necessary  information  and  then  return  and  finish  processing. 

You  are  inside  your  PO  and  want  to  verify  the  Vendor  Code  for  the  New  England  Telephone. 
To  do  this  you  will  need  to  pause  out  of  your  PO  and  check  the  VEND  table  in  MMARS  to 
verify  the  number. 

Place  a  "PA"  in  the  Document  FUNCTION  field,  hit  the  spacebar,  then  type  in  the  four 
character  screen  name  you  wish  to  reach  (VEND)  (i.e.  "PA  VEND")  and  press  the 
<  ENTER >  key.   This  will  take  you  to  the  table  you  requested. 

OR 

Place  a  "PA"  in  the  Document  FUNCTION  field  and  press  the  <  ENTER >  key. 
This  will  bring  you  to  the  main  MMARS  menu. 

Place  an  "N"  in  the  Action  and  "VEND"  in  the  Screen  and  press  the  <  ENTER >  key. 
This  will  also  take  you  to  the  screen  requested.   Once  you  have  verified  the  vendor  code, 
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Press  PF2  to  return  to  your  document. 
Once  back  inside  your  PO,  complete  your  document  with  the  following  values: 
DOCUMENT  TOTAL:  500.00 


LINE  NO.: 

01 

DEPARTMENT: 

FUN 

ORGN: 

1000 

APPROPRIATION: 

11111111 

SUB: 

EE 

LINE  AMOUNT: 

500.00 

After  you  have  entered  both  the  header  and  the  line  information, 

HOME  up  to  the  FUNCTION  field  (this  use  to  be  known  as  the  PROC  field) 

Place  an  "ED"  for  Edit  Doc  in  this  field  and  press  the  < ENTER >  key. 

Edit  Doc  (ED)  replaces  the  former  "Q"  for  Quick  Editing  a  document.  You  no  longer  will  use 
the  "Q"  when  editing  documents  for  errors.  Easy  Doc  was  designed  to  help  users  connect  a 
process  with  an  easy  command. 

Instead  of  typing  ED  in  the  FUNCTION  field  you  can  also  type  out  the  full  command  "Edit 
Doc"  and  press  the  <  ENTER >  key.  This  will  give  you  the  same  results.  For  any  command 
within  Easy  Doc  you  will  always  have  two  options  to  either  (1)  type  the  full  name  of  the 
command  or  2)  to  type  the  short  name  which  will  consist  of  two  field  characters. 

Once  you  have  entered  all  of  the  required  information  on  your  PO,  you  must  now  Schedule  your 
PO  for  processing. 

HOME  to  the  Document  FUNCTION  field 

Type  "SD"  or  SCHEDULE  DOC  and  press  the  <  ENTER >  key 

Currently  once  you  edit  your  document  the  system  takes  you  back  to  the  processing  screen,  but 
with  EasyDoc  you  will  remain  inside  your  document.  You  here  to  tell  MMARS  to  that  you  are 
finished  with  this  document  in  order  to  leave. 
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Before  you  leave  your  PO  document  let's  take  a  look  at  the  six  (6)  new  improvements  to  the 
MMARS  Document  Action  Line  as  described  below.  The  new  improvements  are  labeled  A-D 
on  Figure  2  above: 

1.  Document  Function  Field:  (A) 

This  field  replaces  the  old  PROC  field.  It  is  a  25  character  field  for  document 
processing  actions. 

2.  Date/Time  Stamp:  (B) 

All  MMARS  documents  now  have  the  date  and  time  in  the  upper  right  hand 
corner  of  the  screen. 

3.  Detail  Line  Number  Counter:  (C) 

This  counter  enables  the  user  to  keep  track  of  what  line  you  are  on  in  the 
document.  Set  up  in  a  "001-001  of  001"  format,  it  tells  you  that  you  are  viewing 
lines  001  through  001  of  a  001  line  document. 

4.  Status  Field:  (D) 

The  two  character  code  is  gone.  Codes  are  now  readily  decipherable  (i.e. 
"REJCT"  or  "HELD")  and  they  correspond  to  the  STATUS  field  on  SUSF. 

5.  MODE  Field:  (Not  labeled  since  field  has  been  eliminated) 

Easy  Doc  is  "modeless".  Since  there  are  no  modes,  this  field  has  been  eliminated. 

6.  Approval/Override  Field:  (Not  labeled  since  field  has  been  eliminated) 

This  field  has  been  eliminated.  Easy  Doc  has  separate  commands  for  applying  and 
removing  approvals/overrides. 

After  you  are  finished  reviewing  the  new  fields, 

Type  "FD"  or  End  in  the  Document  FUNCTION  field  and  press  the  <ENTER>  key. 

This  will  take  you  back  to  the  SUSF  screen.  The  document  status  will  be  SCHED  under  the 
STAT  heading. 

Another  way  to  Enter  a  New  Document  Using  EasyDoc 

Easy  Doc  allows  you  at  any  screen  to  type  an  "L"  in  the  Action  field  and  the  transaction  code 
(i.e.  PO)  in  the  Screen  field  and  press  the  <  ENTER >  key.  This  will  take  you  inside  the 
document  header  screen.  Complete  the  Document  ID  and  press  the  < ENTER >  key.  Then 
continue  entering  the  document.  (See  pages  7-8) 


ACTION:  L  SCREEN:  P0 

H  M  A  R  S 

10/11/94  13r45:52 

Office  of  the  Comptroller  -  EasyDoc  Page  9 


VIEWING  DOCUMENTS  FROM  SUSF 

Objective:       To  locate  and  view  documents  from  the  SUSF  screen  using  the  new  EasyDoc 
functionality. 

You  come  back  from  lunch  and  you  have  a  note  from  your  supervisor  to  change  the  PO  amount 
from  $500.00  to  $1000.00.  You  can  still  modify  the  original  PO  document  that  you  entered  on 
SUSF  since  it  has  not  gone  DONE  in  MMARS. 

You  want  to  Scan  for  your  existing  PO  document. 

You  have  two  options: 

1)         If  the  document  you  want  is  not  displayed  on  the  screen  and  you  do  not  know  the  full 
Document  ID  you  are  scanning  for: 


ACTION:  S  SCREEN:  SUSF       MMARS  10/03/94  15:52:20 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 
S 

E  ----BATCH  10 DOCUMENT  ID LAST   LAST 

L  TRAN  0EPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  DATE   USER 

00-  P0   FUN 

01- 

02- 

03- 

04- 

05- 

06- 

07- 

08- 

09- 

10- 

11- 

12- 

13-  (Figure  3) 


Place  an  "S"  in  the  SUSF  Action  field 

Be  sure  to  leave  the  SUSF  FUNCTION  field  blank  when  locating  documents  from  SUSF. 
Tab  to  Line  00  and  over  to  the  TRAN  field  under  the  DOCUMENT  ID 
Type  PO  and  FUN  (See  Figure  3)  and  press  the  <  ENTER  >  key 

A  listing  of  all  your  documents  with  this  transaction  code  will  fill  the  screen  in  front  of  you. 

If  you  do  not  see  the  document  you  are  looking  for  on  this  screen,  with  an  "R"  in  the  Action 
field  press  the  <  ENTER >  key.  Your  screen  with  be  refreshed  with  a  new  screen  of  documents 
for  you  to  look  at. 
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2)         If  the  document  you  want  is  not  displayed  on  the  screen  and  you  know  the  full  document 
ID  you  are  scanning  for: 


ACTION:  S  SCREEN:  SUSF       M  M  A  R  S  10/03/94  15:52:20 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 
S 

E BATCH  ID DOCUMENT  ID LAST   LAST 

L  TRAN  DEPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  DATE   USER 


00 
01 
02 
03 
04 
05 
06 
07 
08 
09 
10 
11 
12 
13 


PO  FUN  1000  5278KRO 


(Figure  4) 


Place  an  "S"  in  the  SUSF  Action  field 

Be  sure  to  leave  the  FUNCTION  Area  blank  when  locating  documents  from  SUSF. 

Tab  to  Line  00  and  over  to  the  TRAN  field  under  the  DOCUMENT  ID 

Type  in  PO  FUN  1000  followed  by  your  document  ID  number  (See  Figure  4)  and  press 
the  <  ENTER  >  key 

Your  document  will  appear  at  the  top  of  the  list  in  SUSF  on  Line  01. 
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ACCESSING  AN  EXISTING  DOCUMENT 

Objective:       To  access  an  existing  document  using  FUNCTION  commands. 

Easy  Doc  was  designed  to  be  "modeless"  and  by  this  we  mean  that  you  will  no  longer  be  using 
the  modes  "D,C,  or  S".  Since  there  are  no  "modes",  your  security  will  determine  what  you  can 
or  cannot  do  to  a  document  while  accessing  it. 

There  are  two  ways  that  you  can  access  a  document  from  the  SUSF  screen  with  Easy  Doc: 

1 .         SUSF  FUNCTION  Area: 

With  your  PO  document  already  on  the  SUSF  screen  from  the  previous  exercise, 

Tab  down  to  the  FUNCTION  field  and  type  SCAN 

Tab  down  to  Line  01  and  place  an  "X"  on  the  SEL  field  on  SUSF  next  to  your  PO  (See 
Figure  5)  and  press  the  <  ENTER >  key. 


ACTION:  S 

SCREEN:  SUSF 

H  M  A  R 

S 

09/28/94  15:19:01 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 
S 
E  --- 

SCAN 

-BATCH  10 

-DOCUMENT  ID 

LAST   LAST 

L  TRAN  OEPT  NUMBER  TRAN  DEPT  ORG  NUMBER 

STAT  APPRV 

DATE   USER 

00- 
01-  X 

PO 

FUN 

10005278KRD 

SCHED 

02- 

PO 

FUN 

10005279001 

SCHED 

03- 

PO 

FUN 

10005279002 

SCHED 

04- 

PO 

FUN 

10005279003 

REXT 

05- 

PO 

FUN 

10005279004 

SCHED 

06- 

PO 

FUN 

10005280001 

SCHED 

07- 

PO 

FUN 

10005280002 

HELD 

08- 

PO 

FUN 

10005280003 

SCHED 

09- 

PO 

FUN 

10005281001 

SCHED 

10- 

PO 

FUN 

10005281002 

REXT 

11- 

PO 

FUN 

10005282001 

SCHED 

12- 

PO 

FUN 

10005282002 

HELD 

13- 

PO 

FUN 

10005283001 

REXT 

This  will  bring  you  inside  your  PO  document.  There  will  be  no  field  on  the  document  header 
or  line  screens  that  will  tell  you  what  type  of  access  capability  you  have.  Your  MMARS 
security  code  will  determine  what  action  you  can  do  against  this  PO  and  any  other  document  you 
action  in  MMARS. 

EasyDoc  has  a  list  of  FUNCTION  commands  that  you  will  be  using.  These  commands  are 
listed  in  the  MMARS  Command  Card  located  at  the  end  of  this  tutorial. 
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2.         Accessing  Documents  from  SUSF  using  an  "S"  in  the  Action 


You  can  also  access  documents  from  the  SUSF  by, 


Placing  an  "S"  in  the  Action  field 

Drop  your  cursor  down  to  the  line  where  your  PO  is  listed  (See  Figure  6)  and 

Press  the  <  ENTER >  key. 


ACTION:  S 

SCREEN: 

SUSF 

M  M  A  R  S 

09/28/94  15:19:01 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 
S 

BATCH  ID 

-DOCUMENT  ID 

LAST 

LAST 

L  TRAN  DEPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV 

OATE 

USER 

00- 
01- 

PO 

FUN 

10005278KRD  SCHED 

02-  " 

PO 

FUN 

10005279001  SCHED 

03- 

PO 

FUN 

10005279002  SCHED 

04- 

PO 

FUN 

10005279003  REXT 

05- 

PO 

FUN 

10005279004  SCHED 

06- 

PO 

FUN 

10005280001  SCHED 

07- 

PO 

FUN 

10005280002  HELD 

08- 

PO 

FUN 

10005280003  SCHED 

09- 

PO 

FUN 

10005281001  SCHED 

10- 

PO 

FUN 

10005281002  REXT 

11- 

PO 

FUN 

10005282001  SCHED 

12- 

PO 

FUN 

10005282002  HELD 

13- 

PO 

FUN 

10005283001  REXT 

(Figure  6) 

This  way  will  also  allow  you  to  gain  access  to  your  document.  Again,  the  type  of  action  that 
you  can  do  against  this  PO  or  any  other  document  that  you  access  to  will  be  based  on  your 
MMARS  security  code  (i.e.  SCAN  only,  Update,  etc.). 
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CHANGE  AN  EXISTING  DOCUMENT 

Objective:       To  change  an  existing  document  using  the  Easy  Doc  FUNCTION  commands. 

If  you  just  completed  the  previous  exercise  you  should  already  be  inside  your  PO  document  and 
are  ready  to  make  the  necessary  changes. 

If  you  are  not  inside  your  PO  follow  the  steps  below: 

Tab  to  the  SUSF  FUNCTION  Area  and  type  ACCESS 

Place  your  cursor  on  the  SEL  line  of  the  document  you  want  to  access  and  place  an  "X" 
on  the  line,   (See  Figure  7) 

Press  the  <  ENTER >  key. 


ACTION:  S 

SCREEN: 

SUSF 

N  M  A  R 

S 

09/28/94  15:19:01 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 

c 

ACCESS 

E  --- 

-BATCH  10 

DOCUMENT  ID 

LAST  LAST 

00- 
01- 

L  TRAN  0EPT  NUMBER  TRAN  DEPT  ORG  NUMBER 

STAT  APPRV 

DATE   USER 

X 

PO  FUN 

10005278KRD 

SCHED 

02- 

PO  FUN 

10005279001 

SCHED 

03- 

PO  FUN 

10005279002 

SCHED 

04- 

PO  FUN 

10005279003 

REXT 

05- 

PO  FUN 

10005279004 

SCHED 

06- 

PO  FUN 

10005280001 

SCHED 

07- 

PO  FUN 

10005280002 

HELD 

08- 

PO  FUN 

10005280003 

SCHED 

09- 

PO  FUN 

10005281001 

SCHED 

10- 

PO  FUN 

10005281002 

REXT 

11- 

PO  FUN 

10005282001 

SCHED 

12- 

PO  FUN 

10005282002 

HELO 

13- 

PO  FUN 

10005283001 

REXT 
(Figure  7) 

This  will  bring  you  into  your  PO  document. 

Your  supervisor  wants  you  to  change  the  PO  amount  from  $500.00  to  $1000.00.   Inside  your 
PO, 

Tab  to  the  Document  Total  field 

Replace  500.00  with  1000.00. 

Then  tab  to  the  Line  Amount  field  and  replace  500.00  with  1000.00. 
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Press  the  HOME  key  to  reach  the  FUNCTION  field,  type  "ED"  and  press  the 
<  ENTER  >  key 

If  your  PO  is  returned  error  free,  your  supervisor  also  said  to  place  this  PO  in  a  DONE  status 
on  SUSF. 

Press  the  HOME  key  to  reach  the  FUNCTION  field,  type  "WD"  or  Run  Doc  (See 
Figure  8)  and  press  <  ENTER  > . 

This  will  place  your  PO  in  a  DONE  status. 


FUNCTION:  WD  DOCID:  PO  FUN  1000  5278KRD        10/03/94  15:10:35 

000-000  OF  000   BATIO:  STATUS: 

H-  MISCELLANEOUS  ENCUMBRANCE  DOCUMENT 

PO  DATE:  10  05  94  ACCTG  PRD:  04  94   BUDGET  FY:  95 
ACTION:  E      ORDER  TYPE:         COMMENTS: 
VENDOR  CODE:  041664340  0091  NAME:  NEW  ENGLAND  TELEPHONE 

DOCUMENT  TOTAL:  1000.00 

REF  DOCID- ----- 

LN  TR  DPT  ORG  NUMBER  LN  DPT  ORG/SB  APPR0P  SUB  OBJ/SB  PROG 

TY  PRJ/CL/GRC  ACTV  RPTG       DESCRIPTION 

LINE  AMOUNT    I/D   P/F 

01-  01  FUN  1000   11111111  EE 

1000.00 
02- 

(Figure  8) 


To  leave  this  PO, 

Type  "FD"  or  End  in  the  Document  FUNCTION  field  and  press  the  <  ENTER >  key. 

This  will  return  you  to  the  SUSF  screen  and  your  PO  status  will  read  DONE  under  the  STAT 
heading  on  SUSF. 
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Marking  Multiple  Documents  on  SUSF  for  Processing 

When  processing  documents  from  the  SUSF  screen  you  can  process  multiple  documents  at  the 
same  time.  With  old  MMARS  you  had  to  go  inside  every  document  that  you  wanted  to  schedule 
or  place  on  hold. 


(**Please  Note: 


Only  do  this  exercise  if  you  have  entered  multiple  PO's  into  the 
Training  Database  for  the  FUN  department.) 


With  EasyDoc  you  can  mark  a  screen  full  of  documents  at  a  time  by  simply  following  the 
following  steps: 

For  example  say  you  have  several  documents  on  HOLD  pending  approval  from  your  supervisor 
and  you  have  just  received  her  signature  to  process  these  documents.  Instead  of  having  to  go 
into  each  document  individually,  you  now  can  mark  a  group  of  documents  and  process  them  in 
one  key  stroke. 

Locate  the  documents  on  the  SUSF  screen. 

Once  the  documents  are  listed  below  on  your  screen, 

Tab  to  the  SUSF  FUNCTION  Area  and  type  HOLD 


Place  your  cursor  on  the  SEL  line  and  place  an  "X"  on  every  document  line  that  you 
want  to  be  processed. 


ACTION:  R 

SCREEh 

1:  SUSF 

MMARS            10/03/94  16:45:15 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 

HOLD 

E  --- 

-BATCH  ID 

-DOCUMENT  ID LAST   LAST 

00- 
01- 

L  TRAN  0EPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  DATE   USER 

X  . 

P0 

FUN 

1000  5278001  SCHED  00000  941001  FUNABC 

02- 

X  . 

P0 

FUN 

1000  5278002  SCHED  00000  941001  FUNABC 

03- 

. 

P0 

FUN 

1000  5278003  DELET  00000  941001  FUNABC 

04- 

. 

P0 

FUN 

1000  5278004  REXT  00000  941001  FUNABC 

05- 

X  . 

. 

P0 

FUN 

1000  5278005  SCHED  00000  941001  FUNABC 

06- 

P0 

FUN 

1000  5278006  DONE  00000  941001  FUNABC 

07- 

X  . 

. 

P0 

FUN 

1000  5278007  SCHED  00000  941001  FUNABC 

08- 

. 

P0 

FUN 

1000  5278008  DONE  00000  941001  FUNABC 

09- 

;:-&>:;:'::'-:!' 

P0 

FUN 

1000  5278009  DONE  00000  941001  FUNABC 

10- 

P0 

FUN 

1000  5278010  DONE  00000  941001  FUNABC 

11- 

X  . 

, 

PO 

FUN 

1000  5278011  SCHED  00000  941001  FUNABC 

12- 

•  ■ 

P0 

FUN 

1000  5279012  DELET  00000  941001  FUNABC 

13- 

* 

P0 

FUN 

1000  5278013  DONE  00000  941001  FUNABC 

Once  you  have  marked  every  document  you  want  on  this  screen, 
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Press  the  <  ENTER  >  key 


ACTION:  R  SCREEN:  SUSP 

M  M  A  R  S           10/03/94  16:45:15 

DOCUMENT  SUSPENSE  FILE  INQUIRY 

FUNCTION: 
S 
E  ----BATCH  ID 

■-DOCUMENT  ID -         LAST  LAST 

L  TRAN  DEPT  NUMBER  TRAN  DEPT  ORG  NUMBER  STAT  APPRV  DATE  USER 

00- 

01-   .    .   .     PO 

FUN 

1000  5278001  HELD  00000  941001  FUNABC 

02-   .   v.:'; 

PO 

FUN 

1000  5278002  HELD  00000  941001  FUNABC 

03- 

PO 

FUN 

1000  5278003  DELET  00000  941001  FUNABC 

04-   . 

PO 

FUN 

1000  5278004  REXT  00000  941001  FUNABC 

05- 

PO 

FUN 

1000  5278005  HELD  00000  941001  FUNABC 

06-   . 

PO 

FUN 

1000  5278006  DONE  00000  941001  FUNABC 

07-   . 

PO 

FUN 

1000  5278007  HELD  00000  941001  FUNABC 

08-   . 

PO 

FUN 

1000  5278008  DONE  00000  941001  FUNABC 

09-   . 

PO 

FUN 

1000  5278009  DONE  00000  941001  FUNABC 

10-   . 

PO 

FUN 

1000  5278010  DONE  00000  941001  FUNABC 

11-   . 

PO 

FUN 

1000  5278011  HELD  00000  941001  FUNABC 

12-   . 

PO 

FUN 

1000  5279012  DELET  00000  941001  FUNABC 

13-   . 

PO 

FUN 

1000  5278013  DONE  00000  941001  FUNABC 

The  status  of  every  document  chosen  will  switch  to  HELD. 

This  FUNCTION  of  processing  multiple  documents  at  one  time  can  also  be  done  for  a  variety 
of  commands.  Please  refer  to  the  MMARS  Command  Card  located  at  the  end  of  this  tutorial 
for  a  complete  listing  for  the  new  functionalities  of  Easy  Doc. 
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Skill  Check 

Now  that  you  know  Easy  Doc  it's  time  to  check  your  newly  learned  skills  by  doing  the  following 
exercise.  You  must  enter  a  PV  for  $500.00  against  the  PO  that  you  just  entered  and  processed. 

1)         Enter  a  PV  using  the  following  values: 


PV  DATE: 
ACTION: 

DOCUMENT  TOTAL: 
VENDOR  CODE: 


Today's  Date 
E 

500.00 
041664340  0091 


LINE  NO.: 
REF  DOCID: 

OBJ  CODE: 
VENDOR  INVOICE: 

DATES  OF  SERVICE: 
LINE  AMOUNT: 


01 

PO  Document  ID  Number  that  you  created  from  this 

tutorial. 

E08 

Use  Department  three  letter  code  plus  7  character 

document  id  number  from  PO. 

Today's  Date 

500.00 


2)         Edit  a  PV 


3)         Schedule  a  PV 


4)         Leave  a  PV 


5)         Access  PV  and  change  document  total  and  amount  from  $500.00  to  $525.00 


6)         Edit  and  exit  PV  document 
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